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A‘F’PL‘IGATION FOR RECORDS DISPOSITION STANDARD

*»

marta

INSTRUCTIONS: Prepare in duphcate and forward to the Records Managemenr Analysr M.z.na;,a meat Systems Division
3 Dept.. Drvision. Subdivision & Adm.rﬁsénng Office Address FOR RECORDS MANAGEMENT DIVISION USE
mrta | Date Received Apphcatnon No. Date Coﬁm!ued
Department Of Finance And Administratlon . X MAR 1
Division Of General Services | ! MAR 8 1978 TG-"7Q > 1976

1300 Equitable Bldg. * '
100 Peachtree Street, N.W.
Atlanta, Georgla 30303

‘| 1. Application Date

_2. Dept. Application No.
2-10-76 B

4. Person to Comact

5, Working Title |
Mildred Smith

File Clerk

y

’ . 6. Telephone No.
‘ ' ' 586-5081

7. ACTION REQUESTED

ESTABLISH DISPOSITION STANDARD;
RECORD WIL.L CONTINUE TO ACCUMULATE.

DISPOSE OF PRESENT ACCUMULATIONS

8. Earliest & Latest Dates of Series ]9 Exact Senes Tutle

(775 7o [resw/

Prlntlng Request And Specification Files

NO FURTHER ACCUMULATION ANTICIPATED.
. 1

10. What is the function of the office in which this record series is created?

See Attached

L 3

A} T ; N -
Lo, Ases By by e .
= ' ' ] - o
1%. This fie Qon{mps the fqﬂowi_hg‘documer]{s linciude form numbers'and titles, if any, and file arrangement):
Documents relating to:  Request for Printing Setvices
neluded are: Includes the print.’fng request form only -
File is arranged: 6}/ \ Ja,fe, . aﬁ "69 UCs?"
ATTACH SAMPLES OF THE FILE '
12. Equipment Occupied No. of Drawers Cu. Ft. of Records .| No.of Drawers Cu. F1. of Records
_ R ’ _ Annual Rate of Accumulation S
Letter-size File Drawers J L 2 ) - s 3- o 3
_ N ' R WL} Oificetsi nStorage Areais) |
Legal-size File Drawers 1 - ~ Floor Space Occupied {Square Fget) : :
- R R ) This Last Preceeding_ All Prior
- L Year's Year's Year's Year's
- —- wmm= o —— —f ~=.- == - AVERAGE DAILY REFERENCES | | :
i - Y E l ‘ ~ o. - | o 0
M-3012 ' } ) T




QUEST!IONNAIRE Place an “x” in the proper column. If angwer is “'YES.” please explain

YES  NO | -
13. [X] [ 1!s this the Record Copy of the series? : o

4.0 ] [x]istherea duplicétiqh of this series in another office or agfnéy?
150 ] j'fié.]‘ Is m‘é{hfc';rmation containe;d in this serigs ever summari?ed or pUbh’shed‘:fEAt'tach copy.
16.[ ] [x] Does the series contain cla_jssified information requiring :security ha_ndl_ing'?' .

17.0 1 ‘[x] Does the s;eries initiatPL. amend or tgrminate agency policies and procedures?

18. [ X] { 1 Could the function be performed i‘fr the filés were lost or destroyed? P
19.[ ] [X] Is the series (or major portion of it) regularly microfilmed? If yes, why?

20. »[ ] [x ]‘ Does the record#feries provide data as input to an EDP. file? |

21.0 ] [X] Does the record series contain doc'umentation. produced as EDP printout?

22.0 1] [X ] Has the Federal Government issued instructions governing retention/disposition of these files?

23.[ 1  [X1] Wil there be a need for these records 10, 15 years from now? If yes, what?

24. REQUIREMENTS. The following requires the files to be kept _____ yeafs:

a [ ]STATE b. [ ]STATUTE OF c¢. [ ] AUlle d. [ ' ]'F'EDERAL e. [X] ADMINISTRATIVE f. [ ] RISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
*(Cite Law, Statute,_ or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each

-]” CALENDAR YEAR -| | FISCAL YEAR -[¥] Other womdowti=Roried
| ‘ oA end of each .Dec,embhv

[X] Hoid in the current files area ——— _month(s}/__.. A year(s): O V\Ar J‘-LM + ‘\l-"\

- [ ] Transferto [ | State Records Center | ] Local Hotdmg Area, hold —-—--Year(s):
[ X] Destroy. 1 o
[ 1 Transfer to Archives for permanent retention.
[ ] Destroy immediately after cut- off )
[ ] Other: {Specify) : - ) B ’

{Indicate briefly rationale for recom;r{ehdations ‘;bc;v'é/or- ;ivr'it'; addi;io;\al femarks):
" 26. APPRIOVALS . N

= e e — . - U — . — R g

Date . Appro ed Legal Caunsel . " Date

WA, m[m 3._@’,2;“7_6._- e
wns:% Date
Approved ¥ Depayent Head /D ate : Approved MARTA ManagementAdwsow Committee  Date
/ g /4 :

Approved  Records Managgment Analyst Daste | Appreyed  Department of Archives and History  Date

Qe D_/0-78 ' Corrogt Hod— _-/s_f_u,»_

- ® Approved

partment

X ABproy Visic /Desi /h )7 Date T




}
' ‘

DIVISION OF GENERAL;SERVICES

Functions and Responsibilities

The Division of General Services is responsible for providing
office and specf%ied supportive services to Authority staff.
These services include the acquisition, management and
maintenance of office and storage space for non-DTQ facilities;
issuance, maintenance, and étorage of office furniture, equipmént
and supplies; provisiqn of centralized telephone, printing,

mail and messenger services; administration and management of

—_the central office motor and bus pass pools; preparations for

meetihgs; ‘maintenance and management of emﬁlgyee coffee service
and petty cash fund and the provision of a travel reservationist.
Also this division provides receptionists, meeting support,
janitorial services and audid-yisual equipment for the Equitable

A}

Building.

Approved by:

fAlan F. ﬁ;épper
! General néger

Date: d /2 - (S”’H/ //

¢




